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1, Corrsspondencs Management, &

b,

L

Ze TReports Mamagement, 8¢

Bistributed the fm!mm Corresponds
ace M . on
promotioml efferts have resulted in
top=level recognition of the need for
improved corsrespondence practices,

?:;: r::nﬁnm promotion of Letterex
sed average monthly usage 1008.
Over 1,000,000 sets were used in FYSS,

Condupted a headquorters-wide test of
omudge proof hectograph masters,
ewluwited the results, snd vecommended
that they be stocked, This will meke

Collaborated with the 0ffices of Traluing

and Persornel in fostering hesdquarterse

wide interest in effective writing,

Fumished mterial for s lectwre on

g:ﬁ writing gm;v the Office of
roctiel. Spoke at meetings of Traine

ing Liatson 0Officers, o

Twalve mdred coples of the handbook

ain Letlers, developed by G9A for
governvent wide use, wers distributed
to principob organisational wiits, This
handbook will help improve the efficiency
rdagmhtmmmmwplm

Effective controls over the creation of
reports were established in the Office of
the Comptroller, Existing requirements for
reports wers inventoried and are being
KMM‘ '
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The 0ffioe of the I/ sxid DD/I have
bean Durnlshad pluwe for progress
Wg%aﬁ«%mﬁa

giugli.fw erephic revorting for reskly
reports end punched cnrd recording of
sweris dats.

Revined the work reporting reqiiresent
plaved upem the Records Cenmber for the
ﬁm%a%:i 13ty of Hatlional Intelliipence
Survey meteriais; saved 660 men-bours
pith sstimated sevings of §1257.

onel, snd regulstory materisls,

fxpedited the conversion of 498 Torms s
tmammmtmm;! to the
row sieplified pndering system,

W apd v m smﬂﬁmﬁg for

ard ﬁ‘tim forme mﬂm in amm
sterilizstion praotices, gresier wtillse-
tion of forss of other Govermmont ngencien,
diprect diztribution of new and revized
fores to Building Supply Offleers,
corzervetion of supplies of fm, edfunte
uspte of steck levels snd sstablishoent of
more reelistic recrder points.

iseisted mine offices in sstablishing
or subztamiially lmproving dves Porws
@mgw& Prograns .

Compiated aix spevisl forme Zatege

ptudiss snd sorveys, ome of mi& Wy &
clondestine vrolect of umval sensitivity.
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3, Forms Management, {cont'd) f, Purther refined formata and improved |
‘ reporting procedures for the {landestine :
Services and 0ffice of Operations

Information Reports, leading to adde
itional annual) savings of approximstely
$5,000 in printing and related costs and
substantial but unevaluvated savings in
preparation and procesging time,
Teveloped specialized new forms and
gystems to obtain comprebensive customer
evaluations of these reports,.

ge Published a tentative draft and coordinated
Agency-wide, proposed mmerical indexes
of standardized current and cbsolete forms.
Completed preliminary development of a
funcbional lhdex,

he Studied forms requirements for the FE
Area, including methods and costs of
shipment, Subsequent evaluation of data
may lead to more sffective programming,
pogsible decentralisetion of procurement,
storage and related facilities, decreased
shipping costs, etc,

ie Provided review, analysis, design and
- . procurement services covering 169 mew
)V igdes, £V SY forms, 237 revised forms, and 2Ll re- |
FAR At printed forms resultirg in the procurement
of 11,786,075 copies,

(1) Eliminated LO Agency forms and
declared 17 forms of other Government .
agencies {including Standard Forms)
to be no lenger applicable to CIA,

{2) The average annual forms usage was |
reduced from 22,06k copiee per form 7 .

in FY53 and 17,442 in FYSL to
13,677 in PYSS for a total reduction

of 2,888,816 copies during the last
fiscal year despite a L0O% increase in
the total number of active forms,

{3) The mumber of approved reprint actions
was reduced during the fiscal yemr by
approximately Li3%. Improvements to
forms and procedurss resulbing from
the Forms Heprint Review Program will
save an estimated $100,000 per year,
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Issued [ IHeavy Duty Folders, This D5X1{
notice sstabliished 2 single heavy duby

folder for use in lieu of the many types
previcusly orderad., Yeonomies in

procurement and storage vere effected.

& Piscal year rveduction of BLeZ in the
mirber of calinets issued for a total
difference of $405,969 in setwal cost

was reslived in part as the remilt of the

followings
{1) Issusnce of a poster “Save Safe Space,"

(2) Immuence of [ |Precurement  O5X1
and Dge of Filing Cabinets,

(3} Cameellation of an arder for 30
receding door safes on the basis of
the improved security features of new
four drawer saleg,

1400 portable desk treys wers purchassd and
distributed with a fiyer illustrating their

use and conviente, TFvaluatien of the

project is pending but estimated saving In
safe spece is $21,500.

In collaboration with the Training O0ffice,

initisted two continuing progrems for new
personnel covering instaliation and use af
the Agency Filing Syatem,

Rsoormended and installed improvements
for the maintensnce of certain Cembtral
Processing Branch reecords,

Hsvized 4 purchagse order to elimimate key
lock on standard cabipets for sevings of
$305,00

The gverage cost of folders for the fiscal
year was L.Lk a» compared to T.5h4 paid
during the ysar prioy to standardizing
these items, On the baslis of these average
prices, saving of $16,360 were effected

in addition to the sconomies resulting
from simplified procursment, warehousing
and handling requirements.
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5. Surveys Ba

€e Vital Materials, e

De

Ts HMicrofilming Program, Be

A survey was made of Cable Raferemce,
Teposition, and Vital Materials
Requirements in the 0ffice of Communicae
tions, Thies resulted in the continuing
deposit of current cable trafflc and the
corrvection of microfilming difficulties
being experienced,

fatablished deposil schedules for 3
additional offices, Adequacy and cwrrent
condition of the program are reflected

by the limited criticism following

operation alert and by deposits during
the past six momtha of approximetely
186,200 sheets of paper, 1,106,585
tabulating carda and 932 reels of film,

Conducted seven test runs to the
Repository for selected DU/P persennel,

Assisted Commanding 0fficer at WIC im
cperation of vital materials wault during
YOpera tion Alert?

Completed 2 suwrvey of microfilm »
operations at headquarters and established

& program for the control of such operations.

Hesulits to ®&te are ag follows:

(1) Effected savinge of £9,500 through
the veview of reguisitions fer
equipment,

{2) Imstituted a2 preventive maintenance
program for microfiln equipment.

{3) Arrenged for the procursment and
gtocking of less expensive microfilm
readers whisch will result in savings
of 500 for sach, Bssed on previous
axperience this will provide amual
savirge of %21@1

(i) Cancellad 2 rental cameras for armunl
savings of 3960,

() Suwbatituted more suitable equipment
on four projectis which rasulted in
saving of labor, film and transperia=
tien time,

P
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Kicrofilming Program,{(Conttd)} {6) Instructed 10 persons in ithe use of

Records Byastoms,

s

D

Ceo

de

pertabls mierofiln equipment for
specizl assignmente in domestic and
oversess operations.

{7) Inzpected and serviced equipment in
sensitive areas.

Developed and installed a library
claseification in the Office of the
general Comsel and trsined personmel for
cantimwd malnterance,

Aecomnended = reviged file maintenance
plan for active madienl folders, Approval
of recommendations pending,

Surveyed Registry reguirements for the
office of the DI/8 and installed aporoved
recommendatlens,

Established an index to Mmpgement staff
reference materisl,

ployae Suggesiion Program. a. Approved five of 2 sugeestions resulting

Records Disposition.

He

by

in estimated maving of $560,

Conducted regerds disposition surveys and
mrepared records contrel schedules in four
offices, These surveys resulted in the
agtivation of plans for reduction in
requirements for office apace, filing
egquipment and file persssmel thru the
continuing transfer of inactive records to
the Recurds Center, Disposition plens far
the four offices completed coversd an
accumlation of 12,1Li eu, ft. of records,
the eguivalent of 1518 safe cabinets valued
at 23567,000, Surveys for four additional
offices are in proosas with estimsted
holdings of 26,262 cu, ft, of records, This
is the equivalent of 3370 cabinets valued
at %7’89.55%.

Daveloped and distributed instructional and
pulilicity materiad on the advantages of
deposing of imetive filee and records,
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Becords Center, &. Transferred approximately 19,000 cu, f't.
of records te new loestion during

April 1955. This is recognised es the
largest transfer of classified materis}
aver zccomplished by the Pedersl Coverne
ment,

{1} Courier serviee ssteblinhed
providing for the daily trancfer
of lnsotive records from headaguartera
offices to the Feeords Center and
Tor service on imsctive rscords,

{2} Telesommunicetion= satablished fop
uae In the event of an sEaYRency o
7hen a request cannot be expsdited
by normal handling,

be Hecelved for atorsge 3,127 cu, f£t, of
insotive records amd finished intelligzenece,
This volume is squivelenmt to 390 fous
draver safe cabinete valued at 392,750 and
scoupy offlcs space costing an sstimated
%{7 ’m ﬁ.mm & ‘

¢. lrovided headquerters offices service on

54,272 requests for informstion from
matarials in the Records Centar,
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